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Step 1.  Click on the ‘myThinkfinity’ Link



Step 2.  Click  ‘Login Now’



Step 3.  Type in your Primary E-mail address and Password

Step 4.  Click ‘Login’



Step 1: Select ‘Trainings’

Step 2: Click ‘Add New Session’



Step 3:  Select your course type



Step 4: Click ‘Select’ by the Course Title and choose to ‘Add to Session’



Step 5: Select your attendees’ school or organization
Choose your Country and State
Type in one word of the school or organization
Click ‘Search’



Step 6: Scroll through the list
Step 7: Click ‘Select’ by the name of your attendees’ organization

• Or Click ‘Create New Organization’ if you do not see the organization listed
Step 8: Click ‘Add to Session’



Step 9:  Complete the remaining sections and click ‘Submit’



Step 1.  Participants click on the ‘myThinkfinity’ Link



Step 2.  Participants click  ‘Login Now’



Step 3.  Participants will need to create a myThinkfinity account

Note:  If they already have an account they can type in their Primary 
E-mail address and Password and click ‘Login’



Step 4.  Participants click on ‘Trainings’

Step 5.  Participants select ‘Attendee Roster’



Step 6.  Participants should select your course



Step 7.  Participants click ‘Roster’

Step 8. The roster step is complete! 



Step 1.  Participants click on the ‘myThinkfinity’ Link



Step 2.  Participants click  ‘Login Now’



Step 3.  Participants type their Primary E-mail addresses and 
Passwords

Step 4.  Participants click ‘Login’



Step 5.  Participants select ‘Surveys’

Step 6.  Participants click ‘Complete A Survey’



Step 7.  Participants complete any pending surveys



Bonus!  Participants may print certificates of completion.
A. Go to training calendar
B. Click on your session
C. Click on Completion Certificate



Step 1.  Click on the ‘myThinkfinity’ Link



Step 2.  Click  ‘Login Now’



Step 3.  Type in your Primary E-mail address and Password

Step 4.  Click ‘Login’



Step 1:  Go to your training calendar and select your training. 



Step 2:  Select ‘Follow-up Form’



Step 3:  Complete Follow-up Form, select ‘Submit’
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